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Conversion of a single family dwelling into a business office 
 

When changing the Occupancy of an existing structure from Single Family Dwelling to Business Office use, the first 
point of contact should be the Chesterfield County Planning Department.  The Planning Department contact is Jeff 
Dopp at (804) 717-6191. The Planning Department enforces zoning ordinances that determine what type of business 
is acceptable for the property. The Planning department should acknowledge the intended use is acceptable for the 
property prior to the submittal of an application for a building permit. A building permit is required to convert a 
dwelling into a business office even if no alterations are proposed.  To make application for a building permit, a 
completed Building Permit Application, Asbestos Certification form, application fee and five sets of plans must be 
submitted to the Chesterfield County Building Inspection Department. Building Inspection Department Contacts for 
building code and plan preparation information are: Rodger Slate at (804) 717-6423 or Ron Clements at (804) 751-
4163.  The contact for permit fee and application information is Carol Blair at (804) 717-6415. 
 
Information and details required on the plans submitted with the permit application: 
 
A Site plan included with each of the 5 sets of plans shall indicate all items as approved through the Minor Site Plan 
Review process (for questions contact Jeff Dopp at (804) 717-6191) and the following:   
a) The building and any additional structures i.e. ramp, stoops etc, planned with dimensions given from lot lines to 
structure in question.  
b) Any other existing buildings on the lot. 
c) Accessible parking and loading zone with proper signage. Parking connected to accessible ramp by way of 
accessible route. 
 
Building Plans shall indicate or include: 
a) Foundation plan dimensioned indicating the size, spacing and direction of floor joists. 
b) Code edition (2006), Use Group (B), Construction Type (5B) and Occupant load (area/100). 
c) Total area (square footage) of building. 
d) Floor plans showing the size and use of each room, location of hallways and all doors. 
e) Any renovations such as removing or adding walls, enlarging openings should be shown.  
f) Existing construction from new construction. 
g) Location of all interior and exterior stairs. 
h) The intended type of business proposed for the building. 
i) At least one accessible building entrance. This usually means the installation of an accessible ramp. 
j) Ramp construction details (See page #2 or the back of this page for standard details).                       
k) At least one accessible route (32”clear opening) to primary function area. 
l) Lever hardware on all doors. 
m) Drinking fountain and service sink. 
n) Hand and Guardrails. 
o) Separate men’s and women’s bathrooms if the occupant load will exceed 15. 
 
If renovations/alterations are made to the primary function area or accessible route then a minimum 20% of the total 
cost of construction must be in accessibility upgrades. (Floor covering, bathroom grab bars, ramp construction etc.) 
Additions to existing structures are required to comply with new construction provisions.  Existing interior stairways 
are not required to comply with current building codes where the existing space and construction will not allow a 
reduction in pitch or slope. If the building has a basement, it is recommended that it be used for utilities access only. 
Any storage planned would require fire resistive construction to separate it from floor above or the installation of a 
sprinkler system. 
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Handrails are required on both sides of stairs and ramps at a height of 34”-38”per IBC 
1009.10.  Per IBC 10012.3 handrails must have a circular cross section, 1.25” to 2” in 
diameter or a non-circular shape with a perimeter dimension of 4” to 6.25” with a maximum 
cross section dimension of 2.25”.  Per IBC 1012.5 handrail ends must extend horizontally at 
least 12” beyond the top riser or either end of a ramp and continue to slope for the depth of 
one tread or beyond the bottom stair riser and terminate at a wall or post. Guardrails are 
required along open sided stairs and around open sided landings.  Guardrails must be 42” 
high minimum per IBC 1013.2. Open sided stairs require both a 42” high guardrail and a 
34”-38” high handrail with 1.5" minimum clearance between the handrail and guard 
assembly.  Tread and riser dimensions for stairs per IBC 1009.3 shall be 7” max rise and 
11” min tread.  Maximum ramp slope is 1 in 12 and the maximum ramp rise between 
landings is 30”. 

 

36” minimum 

Handrail shall have 
1 ½” side clearance 
and be 1 ¼” to 2” in 
diameter.

42” high minimum if the 
surface is 30” or greater above 
grade. 
 

Handrail height 34” to 38” 
above ramp/stair surface. Pickets 4” O.C. or 

less. 

Band Beam size: 
 
_____________ 

Joist size and spacing:  
 
_________________ 

Grade 

18” minimum Below grade 12” x 12” x 6” 
thick minimum 
footing 

Pier blocks for temporary 
structures may be placed 
on asphalt surfaces with 
approval. 
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